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Georgia Department of Education ! 
. .  ! 

Offick of Administrative Services 

Werner Rogers 
State Superintendent of Schools 

Twin Towers East 
Atlanta, Georgia 30334 

June 24, 1986 

M E M 0 R A N D U , M  
.t 

H. F. Johnson. Jr. 
Associate State Superintendent 

TO : A r v i l  E i s l e y  
Budget and Accounting O f f i c e r  
Board o f  Postsecondary Vocat ional  Education 

Records Management O f f i c e r  
Department o f  Education 

Trans fer  o f  Records Retent ion Schedules from t h e  Department o f  
Education t o  the  Board of Postsecondary Vocat ional  Education 

FROM: V i ck ie  Oake $&. 

SUBJECT: 

E f f e c t i v e  J u l y  1, 1986, Records Retent ion Schedules which have been 
es tab l i shed  f o r  Record Ser ies T i t l e s  r e l a t i n g  t o  Postsecondary Vocat ional  
Education are  being t rans fe r red  from t h e  Department of Education t o  the  
Board o f  Postsecondary Vocational Education. Attached a r e  copies of t he  
schedules as l i s t e d  below by Schedule Number: 

76-191 81-109 81-181 
76-192 81-110 81- 182 
81-7 81-176 81-183 
81-8 81-177 81-185 
81-51 81- 178 81-192 
81-71 81-179A 81-226 
81-108 -A1 

Amendments w i l l  need t o  be prepared by you r  agency t o  change t h e  agency 
name, addresses, con tac t  persons and t o  make any o the r  necessary changes. 
These amendments should be sent t o  Mary H a l l ,  Governmental Records Section, 
S ta te  Archives, f o r  approval. 

A l so  enclosed are f i l e  copies o f  Records T ransmi t ta l  Forms and Not ices of 
Records Dest ruc t ion  Forms app l i cab le  t o  Postsecondary Vocat ional  Education 
Records. 
Records Management which w i l l  p rov ide h e l p f u l  i n fo rma t ion  concerning Records 
Management Procedures. 

I am enclos ing copies of severa l  p u b l i c a t i o n s  dea l i ng  w i t h  

1. 76-RM-1 - "Scheduling Procedures" 
2. 82-RM-2 - "Finance and F i s c a l  F i l e s  Supplement" 
3. 82-RM-4 - 'Statewide Commons Supplement" 
4. 79-RM-1 - "State Records Services Handbook" 



FOR AGENCY USE 1. Agency Address 

Office of Vocational Education 

Atlanta, Georgia 

Application Date Department o f  Education 

-_____~ Division of Vocational Program Application Number 

Record Series Description This file contains the following documents (include form numbersand rifles, if any): 
Attach samples of the file. 

FOR RECORDS MANAGEMENT USE __ -. - .- 
Application NumWr 

sr- ] S o - A  
ManagementKteWver Date Completed 

-.. - APR 3 1981 I A P R  1 6  1981 
~~ ~- 

Documents relating to: I 
No Change 

_____ 
onthly Reference Rate How often are records referred to which are: 

One to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old 

ive months and older,-- _ _  ~- 
ate of Accumulation of Remrdr 

Letter-size drawers ; Legal-size drawers 2 --; Shelves --; Other (specify) 

AR-50-71; Rev. 76  

~- -~ ~ - -~ - -- 



-~ , 1. I 

* .  .' i ~- - -  ~ 10. ~~ Questionn@re-_-(Place an "X" in the proper-column) 
a. I s  this the official copy of the series? , . . -  

I f t .  where is  it? f ___._ - ~ .~~ \ 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regula!ion. - 
~ -. ~_ ~~ ___ * ,  

c. Is this a-vital record? ~ I_____ i-~-~~- L- 
d. Does this series~&historical or long term resean%value? :I ~- I 

e. When one or two documents in the file make it necessary to keep the entire f i le for a long period, could these 
- dgcuments be s&&led sewraelv? ~ - . . _~ ~~~ 

f. .Is r_he infQrmatio6 contained inAhis series ever published? If yes. attach cow. 
g. I s  the information contained in this series ever analyzed ahd/or recorded in a summarized report? 

-Jf.ue%attach COP% ._ ~ ~ 

h. Is there a duplication of this series in your office, or in another office or agency? 

.' 

~ ~~ - -. -. .. - ~ ~ .  . . 

~~ 
If yes. where? Division of VocaJional Education 
.~i- ls~thjsseries-am a*or owtion of itl regularlym &of i Imed? 
~.L ~~DQesthemmrdseries reslrlt in a CI) mpute_rerintout? ~ - _~ ~~~~~ 

__.~ _ _ , . ~ ~ - ~ _ _ _ I _ _  

:ion Requirements *t The following requires the series to  be kept: 

-. years. d. Audit period years. 
years. 

a. State Law 
b. Statute of limitation years. e. Administrative need ~~ 

c. Federal law - ~-.years. f. hderi'retention instructions -~ ~ ~ ~-,years. 
I 

6 >~ 

Attach copy or excert of laws or regulations. Explain administrative need. 

- ~. ._ 

12. Approved Disposition Instructions This agency recommends that the f i le series be cut off a t  the end of each: 
0 Calendar Year; IlX Fiscal Year; 0 Other -then, 

I3 Hold in the current fi les area 
0 Transfer to local holding area; hold 
I3 Transfer to State Records Center; hold -4 . . -yeark); then 
Q Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-month(s) 2. yearb); then 
yearb); then 

, 

These instructions apply to a l l  prior and future accumulations of the series. 

.. 
- . -  - _  Records . Management Officer (S@natum)- . . . . I Date 

f 
bornmendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
)f explanation.) 

Attorney GeneraVDesignee 
R--50-71; Rev. 76 (Reverw Side) 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCY USE ~ 

,pplicafion Date 

~ __ 
,pplication Number 

~~. - ~~ -~ - 

1. Agency Address FOR RECORDS MANAGEMENT USE 

Department of Education Application Number 

Office of Vocational Education 
Div i s ion  of Vocational Program M a n a g e m e n & t e ~ ~ e c ~ ~  
At l an ta ,  Georgia M A R  '98' I MAR 1 1  1981 

Date Completed 

___- ~~ 
~~ 

~- - ~ 
-~ - 

~ ___- __- 
7. Record Series Dewiption This f i le  contains the following documents (include form numbersand titles, if any): 

Attach samples of the file. 
Documents relating to: Approving r eques t s  f o r  equipment purchases and maintaining ba lances  

of funds a v a i l a b l e  f o r  equipment purchases.  

lncludedare: (DE Form Olol), Ikequest  f o r  Approval of Equipment Purchase". DE Form 0101 
Reg i s t e r s  F i l e ,  and r e l a t e d  correspondence. 

File isarranged: Chronological ly  by F i sca l  Year thereunder  a l p h a b e t i c a l l y  by s y s  m name. 

-- ~ - - __-____ 
B. Monthly Reference Rate 

One to six months old 

twenty-five months &d older ? 

How often are records referred to which are: 
; Seven to twelve months old __ - - - ; Thirteen to twenty-four months old - I  

- ~- 
9. Annual Rate of Accumulation of Readds 

Letter-size drawers A_; Legal-size drawers __ ~ ; Shelves ; Other lspecifyl 

.OW) R-50-71; Rev. 7 6  



b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
I _ _ _ _ _ _ _ ~ ~  .- -~ ~ 

I .  -_ ! .- =- c. I s  ~ this a vital recotdl-~ i 

~ ~~ 
~~ 

d. Does this Eries have historical or long term' research value? ~ , ~ ~ 

e. When one or two documents in the f i le make it necessary to, keep the entire f i le  for a long period, could these 
-~ ~ docwmm&be scheduled wparafek? ~~ 

contained in-ries ever DublisheG7 !fye&attachmpy.-~~-~~ ~ 

contained in this series ever analyzed and/or recorded in a summarized report? 
1f y e x t a c h  COW. . -  ~~ _ _  ~ ~ 

%.''Is there a duplicationof this series in your office, or in another office or agency? 
I f  yeL,where? ~ Divi~sion . . of Vocational Instruction. . -  

I. Isr his series (or a _ ! p & d i t ) ~ r e g u t a r l y  miuofilmed? - 
i .  D Q ~ S  the record srierresult in a a m o u t x ~ i n t o u  TL... ~ ~ . 

,ion Requirements 
' 

- 8 t  The following requires the series to be kspt: 

a. State Law . ---years. d. Audit period I . years. 
b. Statute of limitation '' - ___~_-years.  e. Administrative need -- 2i_--_years. 
c. Federal law -- years. .~ . . f. Federal retention instructions -~~-years. 

.~ 

Attach copy or excert of laws or regulations. Explain administrative need. 

~ ~ ~ ~ 
~~ - 

12.- Approved Disposition Instructions ' ..This agency recommends that the f i le series be cut off a t  the end of each: 
t 

0 Calend'ar Year;'B Fiscal Year; 0 Other ' . - '- ___then, t- 
Hold in the current files area - -month(s) 

0 Transfer to local holding area; hold 
El Transfer to State Records Center; hold L - y e a r ( s ) ;  then 
El Destroy. 
0 Transfer to State Archives for Dermanent retention. 

1 year(s); then 
--year(s); then 

1 0 Other (Specify) 

I 

These instructions apply to a l l  prior and future accumulations of the series. I 

Recommendations in para- 
graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 

AR-50-71; Rev. 76  


